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Registrar/TR 30 December 1958

Chief, Operations School

Guidance for Registration Services

Memorandum of 2 December 1958, entitled *Guidance for
Registration Services"

1. In all courses given by the Opsrations School, a more specific
degcription of the student's current assignment would be of value to the
ingtructors. This should include a clesr deacription of the students!
duties, the geographic area, specific type of operatlons, support activ-
fties, etc, Such terms as "intelligence officer," "lialson assignment®
ar %degk officer™ are not adequate.

Ze A deseription of any projected assignments, using the same
details as (1) above would alsc be of assistance.

3, More information on the student's academic and Agency tralning,
as well as on experience in the Agency or outside, with some indication
of achievement would sssist the imstructors to shape materials to fit
the student's needs. This is perticularly important to emphasize selected
subject matter., Examples: mumber of years in CIA, number of years over-
seas, experience in fields other than shown in (1) and (2) above.

4. In most cases the student materials are in order to accommodate
the maximum number designated for each course, thus lead time is not
important from that stendpoint. Registrations not in excess of these
maximms can be taken up to course time. What is important is that
woder-subscribed courses be identified at least five (5) working days
befors opening daste. The present system of weekly registration lists
gporves this purpose and should be continued.

5, . Pigtures should accompany all registration formas. For larger
olasses especially, plotures aid the instructor to ildentify former
students when preparing evaluationz, course reports, etc.

6. It is assumed that such information as grade, career designation,
and component assignment will continue to appear on registration forms.
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7. HReglstration forms should be in the hands of the instructors
ne later than the work day preceding the opening of the course.
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